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Setting Tasks
In the Tasks menu, click on the ‘+ Add Task’ > Refresh List
button on the right-hand side of the screen:
<« Add Task
The following pop-up appears:
=+ Add New Task X
Start displaying task: B AM Tue, 25 Aug 2009 |4
Stop displaying / due date: | 8 AM Wed, 26 Aug 2008 | 4
Title: HW: Tuesday 25 Aug (Due Wednesday 26 Aug) 1-100 chars.
Additional 0-200 chars,
info
(optional ):
Lessons: 0
+ Click here to add lessons
Recipients: 0

+ Click here to add recipients

L] Task must be completed before student can move on to other work

Save Cancel

We then choose the start time and date for the task, and the stop/due time and date by
clicking on these respective areas which reveal drop down menus. The default due date is 24
hours after the start task setting chosen.

Title is a default setting based on the start and due dates; however you may modify this to suit
your purposes.

Additional info is optional, and may be used to provide further instructions to your students.

We then select ‘+ Click here to add lessons’, which reveals this pop-up;
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Salact Lesson x
Filter: All Years Clear Filters | Showing all 842 rows

# Lesson Course Stream Topic

3102 Place Value - Writing The Numeral Year 7 & B Number The Number System I ;
3103 Writing The Place Value Year 7 & B Number The Number System I 4
3104 Expanded Notation Using 10, 100, etc. Year 7 & B MNumber The Number System I

3105 Expanded Notation Using Powers Year 7 & B Number The Number System I

3106 Expanded Notation As A Numeral Year 7 & B Number The Number Systermn I

3107 Order Of Operations I Year 7 & B Number The Number System I

3108 Order Of Operations 1T Year 7 & B Number The Number System I

3108 Number Properties Year 7 & B Number The Number System I

3110  Rounding Off Year 7 & 8 Number The Number System I

3111 Topic Test Year 7 & B Number The Number System I

3112 Primes & Composites Year 7 & B Number The Number System II

3113 HCF By Inspection Year 7 & B Number The Number System II

3114 Multiples Year 7 & B Number The Number Systemn II

3115 LCM By Inspection Year 7 & B Number The Number System II

3116 Prime Factor Decompasition Year 7 & B MNumber The Number System II =

Select Lesson & Close Cancel

You can then scroll down this page and select the lesson that you wish to assign to the task.
Use the filters at the top to quickly drill-down into years and streams.

Let’s choose lesson 4155 (Difference of two squares I) by highlighting it and clicking on the
‘Select Lesson & Close’ button. You are then shown the full list of lessons you have set for

this task.

1 lessons set (16 max.) <= Add Lesson
|

[ & ¥ 1:Difference Of Twa Squares I (Lesson #4155)

|\._f'| Student must complete lessons in the order listed

Save & Return Cancel

You can choose to add further lessons to the task by clicking on the ‘+ Add Lesson’ button;
in this case | will also add lessons 4156 & 4157.
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You can then choose whether students must complete the lessons in the order listed, or give
them the freedom to do the lessons in any order, by either selecting or de-selecting the
appropriate box at the bottom left of the page. In this case | will de-select this option. You

then select ‘Save & Return’, returning you to the task details pop-up;

4+ Add New Task

Start displaying task: B AM Tue, 25 Aug 2009 G4
Stop displaying / due date: | 8 AM Wed, 26 Aug 2009 4
Title: HW: Tuesday 25 Aug (Due Wednesday 26 Aug)
Additional

info

(optional):

1-100 chars.

0-200 chars.

Lessons: 3 [1: Difference Of Two Squares I (#4155), 2: Difference Of Two Squares II (#41568), 3: Groupi...
Click here to edit lesson list

Recipients: 0

+ Click here to add recipients

L] Task must be completed before student can move on to other work

Save Cancel

You will notice that the number of lessons, their title and lesson number are displayed. You
can still edit or add to this list by pressing the ‘Click here to edit lesson list” link.

You can now choose the recipients of the task using the ‘+ Click here to add recipients’ link,
which gives you the following pop-up;

3% Dafine recipients for ™

Classes

Drag and drop classes from the table on the left to the table on the right. All students in

the classes you define will receive the task.

| Available Classes Class Recipients

Year

7

(=B - N ]

Class Name Year Class Name
7 Blue el

7 Green

TA

& Blue

8 Green I

Additional Students

1 Drag and drop students from the table on the left to the table on the right. If a student
already belongs to a class receiving the task, they do not need to be added again here.

Available Students Student Recipients
Class Name Class Name
7 Blue Aitken, Ryan -

7 Blue Bettison, Harrison
7 Blue Boulter, Cody
7 Blue Carter, Kate
7 Blue Coyne, Sophie
7 Blue Duck, Nicholas
7 Blue Hull. Thomas [~
Save & Return Cancel
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You can then drag and drop classes and/or individuals from the tables on the left to the empty
tables on the right. When you drag and drop a class, every student in that class will receive
the task. When you drag and drop students, only those students will receive the task. If a
student already belongs to a class receiving the task, they do not need to be added
individually. If they are added again, however, they will still receive the task only once.

Let’s say we chose 7 Green and Ryan Aitken of 7 Blue to do the task, we then click the ‘Save
& Return’ button, returning you to the task details pop-up;

4+ Add New Task x

Start displaying task: 8 AM Tue, 25 Aug 2009 |4

Stop displaying / due date: | B AM Wed, 26 Aug 2005 |4

Title: HW: Tuesday 25 Aug (Due Wednesday 26 Aug) 1-100 chars.
Additional 0-200 chars.
info

(optional):

Lessons: 3 [1: Difference Of Two Squares I (#4155), 2: Difference Of Two Squares II (#4156), 3: Groupi...

Click here to edit lessaon list

Recipients: Classes: 1 [7 Blue], additional students: 1 [Ryan Aitken]

Click here to edit recipient list

L] Task must be completed before student can move on to other work

Sawve Cancel

Notice that the recipients list defines the ‘Classes’ and “‘additional students’ receiving the
task.

Finally, we select or de-select “Task must be completed before student can move on to other
work.” By selecting it, we force the student to complete the task before they can access any
other lesson. Click *Save’ when you have the desired settings, and ‘OK’ when the “Task
Added Successfully’ window pops-up. The task will then appear on the task list, as below;

Students Classes Teachers 1sks Lesson Preview

Fiter: M John Hewes Current & Recent Clae Fatars | Showing 1 of & o |
Teacher Start | End Title Lessons Recipients
John Hewes 25 Aug 26 Aug HW: Tuesday 25 Aug (Due Wednesday 2€ 3 [1: Difference Of Two Squares [ (#4155), 2: Difference Of Two Squares II (#4156), 3: Grouping In Pairs I (#41 Cl: 1, 5t: 1

Once the task is set you can check the progress that students are making by clicking the
‘Progress Report’ button. The report displays whether each student has completed the task on
time, completed the task late, or has not completed the task. The students’ detailed results for
each lesson are also displayed.
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How the Student Sees Tasks

When the student logs in, they are notified of any tasks that have been set for them.
Following on from the task set up in this example, when Ryan Aitken logs in he will
immediately be notified that Mr Hewes, his teacher, has set him a new task. The lessons
chosen by Mr Hewes are now listed and Ryan can go directly to any of the lessons by
pressing its respective ‘PLAY” button.

Last login: 31 Jul 2009
Logins: 3

Ryan Aitken

» SELECT LESSON 4 SEARCH \/ PREFERENCES PARENT'S AREA

You have 2 tasks .

4 PREV 20f 2 NEXT P

HW: Tuesday 25 Aug (Due Wednesday 26 Aug)
Due: 8AM Wednesday, 26 August 2009 Set by: Mr Hewes

Additional information:

Complete the following lessons: Date Completed

Difference Of Two Squares I
Difference Of Two Squares II

Grouping In Pairs I

You have at least one task that requires completion.
CLOSE

When Ryan completes the task it will no longer be shown when he logs in. Tasks that are
overdue will continue to be displayed for 30 days past the due date. This way the student still
has the opportunity to complete the task, albeit late.
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